QUEST - Employer User Guide

Introduction

Helpful hints.

TPA AUTHORIZATION

This section of the document will explain how an authorized user can create or
maintain a Third Party Administrator (TPA) relationship on an employer account.
The process begins when an employer elects to update the current relationship
with a TPA or create a new TPA relationship. During this process, the functions
that the TPA can perform on behalf of the employer are established by role
assignment. The process ends with a correspondence being generated to the TPA.

Two different TPA accounts can never be associated to the same employer role.

Step-by-Step Instructions:

Create a new TPA relationship:

1. Navigate to the account maintenance home page using the instructions provided in the section -
‘Navigating to Account Maintenance’.

2. Click on the ‘Third Party Administrator (TPA) Authorization’ link from the list of available maintenance

services. The following screen will appear.
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3. Click on ‘New’ to create a new TPA relationship. The following screen will be displayed. Enter the TPA

Employer Infarmation
Employer Account Number. 1000.

Employer Name: Employer

Third Party Administrator (TPA) Authorization
Using either the TPA Name or TPA 1D you may search for an existing Third Party Administratar that wias previously assigned to your account.
To see all TPAsS associated with your account press Search without enterin

TRA Mams:
TPA ID:
Role:

any search criteria

Al v

Cvor ] o]
Select Link for Rale Definitions®

Select ™Mew' to assign a new TP A to your account. In order to assign a new TPA to your account, you must have their TRPA ID {contact your TPA to get

this information)
[ Home | New

ID you wish to assign to the employer account and click *Next'.

Massachusetts Department of

Workforce

Development

Change Passward | Logoff

Friday, November 06, 2009
Print

* Indicates Required Field

Ernployer Home

FAC/Contact Us
Account Maintenance
+ Wiew Employer Account
Frofile
v Address Information
v Employer Appeals
+ Maintain Employer MName
* Maintain Owners/Officers
+ Waintain Employer
Reporting Units

Employer Information

Employer Account Nurmber, 1000 Employer Mame: Employer

Assign Third Party Administrator (TPA)

In order to authorize a Third Party Administrator (TRPA) for your account you must hawve their TRPA D (contact your TPA to obtain this information). To
begin the TPA authonzation process, please enter the TPA 1D in the field below and select ™Next'

TPAID?:
[ provious | st |
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4. On the page that is displayed, enter the start and end dates for the assignment. Check the boxes
against roles that you wish to grant to the TPA.

Massachusetts Department of

Workforce

Development

Friday, November 06, 2009
Frint

Change Password | Logoft

* Indicates Required Field

Ermployer Home

FAC/Contact Us
Account Maintenance
» Wiew Employer Account
Profile
v Address Inforrmation
+ Emplayer Appeals
* Maintain Employer Name
¥ Maintain Cwners/Officers
* Maintain Emplayer
Reparting Units
* Request Worker Status
Determination
* Ul Cantribution Rate
Maintenance
* Suspend Employer
Account
v yoluntary Contribution
* Third Party
Administrator (TPA)
Authorization
+ Yiew Employer Mame
Change History
Benefit Charge Activities
Collections
Carresnnndrnce
Employment and Wage Detail
Feporting
Histary
Payment Information
User Maintenance

Employer Information

Employer Account Number: 1000. Employer Mame: Employer

Third Party Administrator (TPA) Infermation

TPAID: 100 TPA Marme: TPA

TPA Details

Enter the date that this TPA will begin performing services for your organization. Enter the date that this TP A will cease performing services for your
organization If you you choose not to enter an end date, the TR A will be authorized to perform services on your account indefinitely

Using the check boxes inthe *Add' and 'Remove’ columns, assign the TR A to the roles(s) you would like them to perform
TPA Services Begin Date: ol

TPA Services End Date:

Assigned Roles

To assign and unassign TPA roles to individual reporting units select the Assigned Units link in the Maodify column. This will open the window where you
can assign roles by business unit

The system will, as a default, assign a TPA role to all reporting units unless you change the units assigned to each role.

Click the checkbox in the 'Remove' column to un-assign this role to the selected TPA.
|N0 records found

-assignea xoies

Select the checkbox in the Add column to assign this role to the selected TPA, then press "Save". If you press "Previous”, or do not press "Save"” after
checking your selection, rale assignment selections will be lost

|
=]

Mote that all Roles not assigned ta TPAS can only be performed by the emplayer
Add

Role
Account Maintenance Update and Submit®
Account Maintenance Wiew Only
Benefit Charges Protest Submission?®
Benefit Charges View Only
Payments Update and Submit®
Payments View Only
Employrment and ¥Wage Detail Update and Submit®
Employment and Wage Detail View Only
Wage and Separation Mailing®

oooooooog

Brevious m

5. Click on ‘Save’ and the TPA relationship will be established.

Modifying TPA Relationship:

1. Follow the first 2 steps outlined in ‘Create a new TPA relationship’. The screen shown below will

appear.

2. If you wish to limit your search to a specific TPA, enter the TPA name or ID. Click on ‘Search’.
Alternatively, click on ‘Search’ without entering any search criteria to see all TPA(s) associated with
the account.

3. The search results will appear as shown below. Click on the TPA ID to update the account.

47




QUEST - Employer User Guide

Massachusetts Department of

Workforce

Development

Friday, November 06, 2009
Print

Change Password | Logoff

Employer Home

FAQICOntact Us
Account Maintenance
» Wiew Employer Account
Profile
» Address Information
+ Employer Appeals

* Maintain Employer Name
* Maintain Owners/Officers

* Maintain Employer
Reporting Units
* Request Worker Status
Determination
* Ul Contribution Rate
Maintenance
* Suspend Emplayer
Account
» Woluntary Cantribution
* Third Party
Administrator (TPA)
Authorization
+ Wiew Emplayer Mame
Change Histary
Benefit Charge Activities
Collections

Caorrespondence

Employment and Wage Detail

Reporting

History

Payment Infarmation
User Maintenance

Employer Information

Employer Account Mumber 100C Employer Mame: Employer

Third Party Administrator (TPA) Authorization
Using either the TPA Name or TPA 1D you may search for an exasting Third Party Administrator that wias previously assigned to your account.

To see all TRPAS associated with your account press Search without entering any search criteria

TRPA Mame:
TPA ID:
Rale: | an b

To update a TPA's role or to remove a TPA from your account, select the TPA from the list below

TPA Services  TPA Services
Al Ll b Begin Date End Date Rowiel
101 TRA 11/6/2009 Account Maintenance Updats and Submit

Eensfit Charges Protest Submission

Employment and Wage Detail Update and Submit
Payments Update and Submit

Wage and Separation Mailing

Select Link for Role Definitions ®
Select 'New' to assign a new TPA to your account. In order to assign a new TPA to your account, you must have their TPA 1D (contact your TPA to get

this information)
[ tome | tou |

4. The following page will appear. If you wish to manage only existing role assignments to reporting
units, click on ‘Assigned Units’ as shown below. Proceed to step 6 if you have to perform additional
functions.

Change Password | Logaff

Ermnployer Home

FAQ/COntact Us
Account Maintenance
» Wiew Employer Account
Frofile
> Address Information
» Employer Appeals
* Maintain Employer Name
+ Maintain OwnersiOfficers
+ Maintain Employer
Reparting Units
¥ Request Worker Status
Determination
+ Ul Contribution Rate
Maintenance
» Suspend Employer
Account
» Woluntary Contribution
* Third Party
Administrator (TPA)
Autheorization
» Wiew Employer Mame
Change History
Benefit Charge Activities
Collections
Correspondence
Employment and Wage Detail
Reporting
History
Payment Information
User Maintenance

Employer Information

Employer Account Number 1000. Employer Name: Employer

Third Party Administrator (TPA) Details

To assign and un-assign TPA roles or to removwe the TRA from your account select the Modify' button.

TPAID: 101
TRPA Name: TPA
Address. XXXXX
Boston, MA 02114
United States Of America
Phone: 617-000-0000 ext:
TPA4 Service Begm%l?g- :51;;; Click here to modify all role

TPA Service End Date: assignments or terminate association.

| =

Assigned Roles
To assign and un-assign TPA roles to individual reporting units select the Assigned Units link in the Modify colurmn This will open the window whers you
can assign roles by business unit.

The system will, as default, assign a TPA role to all individual reporting units unless you change the roles assigned to each unit.
Reporting Unit

Role Number Reporting Unit Name Modify
Account Maintenance Update and Submit 0000 Employer, Boston Assigned Units
0001 Employer, Boston
Benefit Charges Protest Submission 0000 Employer, Baston Assigned Units

Emplayrment and Wage Detail Update and Submit Click here to manage existing role
assignments to reporting units.

Payments Update and Submit Assigned Units

0001 Embloyer, Boston
Wage and Separation Mailing 0000 Employer, Boston Assigned Units
0001 Employer, Baston
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5. The following screen will appear. Add or remove reporting units to this specific role by using
checkboxes. Click on ‘Save’. The reporting units will now be assigned/unassigned.

Massachusetts Department of

Workforce

Development

Friday, November 06, 2009
Print

Change Password | Logoif

Ermployer Home

FAQYContact Us
Account Maintenance
* iew Employer Account
Profile
* Address Informatian
» Employer Appeals
* Maintain Employer Name
* Maintain Owners/Officers
* Maintain Emplayer
Reporting Units
* Request Worker Status
Determination
* Ul Contribution Rate
Maintenance
* Suspend Employer
Account
* oluntary Contribution
* Third Party
Administrator (TPA)
Autherization
* Yiew Employer Name
Change Histary
Benefit Charge Activities
Collections
Carrespandence
Employment and Wage Detail

Employer Information
Employer Account Number. 1000

Employer Name: Employer

Third Party Administrator (TPA) Information
TEAID: 10

TRPA Mame: TPA

Assigned Role
Account Maintenance Update and Submit

In order to add or remove a reparting unit assignment, please select the appropriate check-box, then click 'Save'. If you do not click 'Save’, or click
‘Previous’, changes to role assignment will be lost

Assigned Employer Reporting Units

M Unassign All

Remove Reporting Unit Number Name
] 0ooo Employer, BOSTON
Il oo Employer, Boston

Un-assigned Employer Reporting Units
Mo records found...

W Assign All

6. Click on *‘Modify’ as shown in the screenshot from step 3. The following window will appear. If you
wish to end the TPA association with your employer account, enter a date in the field ‘TPA Services
End Date’.

49




QUEST - Employer User Guide

Massachusetts Department of

Workforce

Development

Friday, November 06, 2009
Frint

Change Password | Logoff

* Indicates Required Field

Ermployer Home

FACYContact Us
Account Maintenance
* Wiew Employer Azcount
Profile
+ Address Information
v Employer Appeals
* Maintain Emplayer Name
* Maintain Cwners/Officers
¥ Maintain Employer
Reporting Units
* Request Warker Status
Determinatian
+ Ul Contribution Rate
Maintenance
v Suspend Employer
Account
+ yoluntary Contribution
* Third Party
Administrator (TPA)
Authorization
v iew Employer Mame
Change History
Benefit Charge Activities
Collections
Carrespondence
Employment and Wage Detail
Reporting
Histary
Payment Infarmation
User Maintenance

Employer Information

Employer Account Mumber: 100( Employer Mame: Employer

Third Party Administrator (TPA) Information
TRA D 100

TRPA Mame: TPA

TPA Details

Enter the date that this TPA will begin performing services for your organization. Enter the date that this TP A will cease performing services for your
organization. If you you choose not to enter an end date, the TPA will be authorized to perform services onyour account indefinitely.

Using the check boxes in the "Add' and 'Remove’ columns, assign the TPA to the roles(s) youwiould likel  Enter end date
TPA Services Begin Date: |11/6/2009

TRA Services End Date: |

Assigned Roles

To assign and unassign TRPA roles to individual reporting units select the Assigned Units link in the Modify column. This will open the window where you
can assign roles by business unit

The system will, as a default, assign a TPA role to all reporting units unless you change the units assigned to each role.

Click the checkbox in the 'Remave' column to un-assign this role to the selected TPA.
Remove Role

|

Modify
Assigned Units
Assigned Units
Assigned Units
Assigned Units
Assigned Units

Account Maintenance Update and Submit®

Check here to remove this role

Employment and Wage Detail Update and Submit®
Wage and Separation Mailing®

Oooog

Un-assigned Roles

Select the checkbox in the Add column to assign this role to the selected TPA, then press "Save”. If you press "Previous”, or do not press "Save” after
checking your selection, rale assignment selections will be lost

Mote that all Rales not assigned to TPAS can anly be performed by the emplayer

Add Role
Account Maintenance Wiew Only
O
O igeck here to add this role
[} Employment and Wage Detail View Only

Previous Save

7.

If you wish to change role assignments to this TPA, use the checkboxes in columns ‘Add’ or ‘Remove’

as necessary (as shown in above screen).

8. Click ‘Save’ to update record with your changes.
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